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CAMS Detail Labor Adjustments & Summary Level Transfers

4.0 NFCO005 Detail Labor Cost Adjustments

This section of the documentation encompasses the screens used for recording Detail Labor Cost
Adjustments. A Detailed Labor Cost Adjustment is used to adjust the hours, amount, or ACCS
previously charged to an incorrect ACCS for each individual detail record. These corrections are
made at the employee level correcting one record at a time. This method provides a detailed
audit trail for each transaction that would include the original record and all correction and
reversal records.

The FMC users are responsible for:

Creating the Detail Labor Cost Adjustment in CAMS,

Printing the Detail Labor Cost Adjustment Certification Form,

Retaining the Certification Form at least until FRD approves the adjustment,
Emailing FRD in Germantown to have the GJ Adjustment approved.

L 2R ZB B 2

The Detail Labor Cost Adjustment will not be posted to the CFS Trial or Funds tables until it has
been approved by the FRD.

41 NFCO005 Detail Labor Cost Screen Elements

The Detail Labor Cost screen is used to display detail labor cost records. Using this screen users
may browse detail labor cost records and select the desired record for update or investigation.
An example of the NFC005 Detail Labor Cost List is displayed below:

# UNITED STATES DEPARTMENT OF COMMERCE - [DETAIL_LABOR_COST_LIST]

ﬁ Actinn Edit Transaction Maintenance Help findow
&7 L | cRa K =

Detail Labor Cost

Pay Period Object
Emp # Mame Covered  GL Date Project Task --—-- Clasg--—---- Hours Amount  Apprid

- ERE|
-
-
-
-
-
-
-
-
-
-
o =

GdJd Post Fund Tran I
GJ# Date Code FY _ Code ACCE

I | I | I
Update Detail I

The Detail Labor Cost screen contains the following data elements:
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Field /Button Name

Employee Number

Name

Pay Period Covered

GL Date
Project Code
Task Code
Object Class

Hours
Amount

Approved Flag

General Journal
Number

General Journal
Post Date

Fund Code Fiscal

Year

Trans Code

ACCS

Update Detail

Description
Employee’s Department of Commerce Employee Number.
Name of the Department of Commerce employee.
Pay Period Year and Number the labor cost record coverd.
General Ledger end date for posting labor cost records.
The code that uniquely identifies the project within a bureau.
Project Task Code segment of the Standard CFS ACCS.

Hierarchical structure consisting of the Object, Subobject, Sub-subobject, and
Function codes that uniquely identifies an object class.

Labor cost hours. Zero for benefit records.
Dollar amount of transaction.

If checked, the detail labor cost record has been approved and posted to the
Funds Balance and Trial tables.

Control number assigned to the detail labor cost record in the General Journal.

Date the detail labor cost record was created in the General Journal.

Fiscal Year the funds were obligated.

The transaction code determines the appropriate General Ledger accounts
affected by this transaction.

Code made up of individual elements of the full ACCS (i.e., bureau, project,
task, fund, program, organization, and object class). The ACCS is used to
derive the transaction code which is used to record the general ledger impact.

Button used to display the Detail Labor Cost Update window.
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4.2  Explanation (Notes) Window

A Explanation (Notes) pop-up window is used to record a brief explanation for an adjustment.
When creating an adjustment record, the system will not allow the user to save that record
without an explanation. The explanation entered in the Explanation window will be attached to
both the adjustment and reversal record. Once a explanation has been entered, the Notes icon on
the menu bar will be enabled.

Note: The Print Certification Form button is disabled when accessing the notes screen using
this method

Users may also update a note from the Detail Labor Cost screen. Selecting a record and clicking
on the Notes Icon on the Menu bar will display an existing Note record. This option allows the
users to modify the note for the selected adjustment or reversal record. This method does not
generate a new adjustment or reversal record.

Note: The Print Certification Form button is enabled when accessing the notes screen using this
method.

7 WIN_EXPLANATION =10 x|

Please provide an explanation for update.

-

0Ok | Frint Certification Form

The Explanation Window contains the following fields:

Field Name Description
Untitled Field used to enter a the reason for an adjustment.
(Explanation)
OK Button used to accept any changes and return to the detail window.
Print Certification Button used to generate the Detail Labor Cost Adjustment Certification Form.
Form

4.3  DefineQuery Criteria Screen Elements

The Define Query Criteria Window is used to perform an extensive and exact search for detail
labor cost records to display on the Detail Labor Cost screen. This window provides the user
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with the ability to search for records by entering search criteria in one or more of the following

fields:

Employee Number or Name
GL End Date range

Fund Code range

Object Class range

Hours range

GJ Number range

Approval Status

Pay Period Covered Year and Number range
Fund Code Fiscal Year range

Project and Task

Transaction Code

Amount range

GJ Post Date range

In addition, wildcard searches may be performed on Employee Name, Project, Task, and

Transactions Code.
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The Define Query window contains the following fields:

Field /Button Name

Employee Number

Name
(LOV)

Pay Period Covered

GL Date

Fund Code Fiscal
Year

Fund Code

Project Code
(Lov)

Description

Field used to search for labor cost records by Employee’s Department of
Commerce Employee Number. Note: The system disables the Employee
Number field when a value is entered into the Name field. When the system
disables a field, it clears the field’s contents.

Field used to search for labor cost records by Name of the Department of
Commerce employee. Users may enter an absolute value or value with a
wildcard to search for a name. Note: The system disables the Name field
when a value is entered into the Employee Number field. When the system
disables a field, it clears the field’s contents.

Fields used to define a range to search for labor cost records by Pay Period
Calendar Year and Number. The Pay Period Covered has two components, a
Pay Period Year (before the "-") and a Pay Period Number (after the "-"). A
Pay Period Year has many Pay Periods, therefore users must always input a
Pay Period Year when defining a query that includes a Pay Period Number.
Users may enter a range for Pay Period Covered by filling in both the From
and To fields. The range may be for just the Pay Period Year or Year and Pay
Period Number. If entering a value into the From field(s) only, the query
definition is an "equal to" instead of a range. Note: The system disables the
Pay Period Covered Year To field until a value is entered into the Pay Period
Covered Year From field. The system disables the Pay Period Covered
Number To field until a value is entered into the Pay Period Covered Number
From field and Pay Period Year Covered To fields. When the system disables
a field, it clears the field’s contents.

Fields used to define a range to search for labor cost records by General
Ledger end date for posting labor cost records. Users may enter a range for
GL Date by inputting values into the GL Date From and To fields. If entering
a value into the GL Date From field only, the query definition is an "equal to"
instead of a range. Note: The system disables the GL Date To field until a
valid date is entered into the GL Date From field.

Fields used to define a range to search for labor cost records by Fund Code
Fiscal Year. Users may enter a range for Fund Code FY by inputting values
into the Fund Code FY From and To fields. If entering a value into the Fund
Code FY From field only, the query definition is an "equal to" instead of a
range. Note: The system disables the Fund Code FY To field until a valid date
is entered into the Fund Code FY From field.

Fields used to define a range to search for labor cost records by Fund Code.
Users may enter a range for the Fund Code by inputting values into the Fund
Code From and Fund Code To fields.

Fields used to define a range to search for labor cost records by Project Code.
Users may enter an absolute value or values with a wildcard to search for a
Project Code.
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Field /Button Name
Task Code
(LOV)

Object Class

Transaction Code
(LOV)

Hours

Amount

GJ Number

GJ Post Date

Status

OK
Clear

Cancel

Description

Fields used to define a range to search for labor cost records by Task Code.
Users may enter an absolute value or a values with a wildcard to search for a
Task Code.

Fields used to define a range to search for labor cost records by Object Class
Code. Users may enter a range for Object Class by inputting values into the
Object Class 1 - 4 From and To fields. If entering a value into the Object
Class From field only, the query definition is an "equal to" instead of a range.
Note: The system disables the Object Class 2-4 fields until a valid value is
entered into the corresponding Object Class 1 field. A complete Object Class
must be entered.

Fields used to define a range to search for labor cost records by CFS
Transaction Code. Users may enter an absolute value or a values with a
wildcard to search for a Transaction Code.

Fields used to define a range to search for labor cost records by labor cost
hours. Users may enter a range for Hours by inputting values into the Hours
From and To fields. If entering a value into the Hours From field only, the
query definition is an "equal to" instead of a range. Note: The system disables
the Hours To field until a value is entered into the Hours From field.

Fields used to define a range to search for labor cost records by the dollar
amount of the transaction. Users may enter a range for Amount by inputting
values into the Amount From and To fields. If entering a value into the
Amount From field only, the query definition is an "equal to" instead of a
range. Note: The system disables the Amount To field until a valid dollar
amount is entered into the Amount From field

Fields used to define a range to search for labor cost records by the control
number assigned the detail labor cost record. Users may enter a range for GJ
Number by inputting values into the GJ Number From and To fields. If
entering a value into the GJ Number From field only, the query definition is an
"equal to" instead of a range. Note: The system disables the GJ Number To
field until a valid number is entered into the GJ Number From field.

Fields used to define a range to search for labor cost records by the date the
detail labor cost records were created in the General Journal (GJ). Users may
enter a range for General Journal Post Date by inputting values into the GJ
Post Date From and To fields. If entering a value into the GJ Post Date From
field only, the query definition is an "equal to" instead of a range. Note: The
system disables the GJ Post Date To field until a valid date is entered into the
GJ Post Date From field.

Check box used to search for labor cost records that are approved, not
approved, or both.

Button used to execute the query.
Button used to clear all fields in the window.

Button used to cancel any changes to the existing query definition and return
to the Detail Labor Cost screen without executing a new query.
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4.4  Detail Labor Cost Update Screen Elements

The Detail Labor Cost Update Window displays all the pertinent information stored in the
General Journal Employee Table for the labor cost record selected in the Detail Labor Cost
screen. The primary use of the detail window is to update detail labor screen records.

The Detail

1

-
I
1

Rh RN
LI_LL
i

|

Labor Cost

Update contains the following fields:

Field/Button Name

CFSFields

Emp #

Name

Stat Units

Quantity

Description

Employee’s Department of Commerce Employee Number. Note: This field
may not be updated.

Name of the Department of Commerce employee. Note: This field may not be
updated.

Displays the type of units for the quantity. This field is usually “Hours”.
Note: This field may not be updated.

(Required Field) Labor cost hours. Zero for benefit records. Unless splitting,
the hours to go to a different ACCS, the user will not enter a value. The value
will automatically be populated.

September 2003
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Field/Button Name

Amount

Project

Task

Fund

Fiscal Year

Program

Organization

Object Class

User Defined

Trans Code
(LOV)

Direct Flag

Doc Source

Document #

Document Type

Reference

Description

(Required Field) Dollar amount of transaction. Must be a valid numeric
amount within the established ranges (from .01 to the remaining positive
balance, or -.01 to the negative remaining balance). Unless splitting, the
hours to go to a different ACCS, the user will not enter a value. The value
will automatically be populated.

The code that uniquely identifies a project within a bureau. Click on the
Update ACCS button to open the ACCS window and update this field .

Project Task Code segment of the Standard CFS ACCS. Click on the Update
ACCS button to open the ACCS window and update this field.

Code that identifies a fund/appropriation within a bureau. Note: This field is
generated from the project.

Fund Code Fiscal Year segment of the Standard CFS ACCS. Click on the
Update ACCS button to open the ACCS window and update this field.

Code that identifies a program (a hierarchical structure consisting of the
Activity, Sub-activity, and Budget Line Item) within a bureau. Note: This
field is generated from the project.

Code that identifies an organization within a bureau. Click on the Update
ACCS button to open the ACCS window and update this field.

Hierarchical structure consisting of the Object, Subobject, Sub-subobject, and
function codes that uniquely identify and object class. Click on the Update
ACCS button to open the ACCS window and update this field.

User defined code segment of the Standard CFS ACCS. This field may have a
sub-structure based on Bureau Specific Processing rules. Click on the Update
ACCS button to open the ACCS window and update this field.

(Required Field) A valid pro forma transaction code that determines the
appropriate debit(s) and credit(s) for this transaction amount. Double clicking
in this field will also display the List of Values. This field is generated when
the ACCS is changed.

The flag that defines if the project is a Direct or Reimbursable Project. This
field is generated from the Project Code.

The code to uniquely identify the document from which the submission
originates. Note: This field may not be updated.

Number assigned to the document. Note: This field may not be updated.

Unique number indicating the type of document. Note: This field may not be
updated.

User defined value for a supporting document or transaction. Note: This field
may not be updated.
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Field/Button Name
Update ACCS

Source System
Fields

Source System

ACCS Type
Batch Date
Fund

Fiscal Year
Project

Task

NFC Organization

Code
User Defined

Other Code

Type of Appointment
Type of Employment

Object Class

T&A Trans Code

Special Employment

Code
County
City
State

Occupation

Description

Button used to display the ACCS window. The ACCS window is used to
update the Project, Task, Organization, Object Class and User defined fields
for the selected record.

Note: The following fields display the data from the National Finance Center
(NFC). These fields cannot be updated.

Identifies the source of the detail labor cost record. Values are 01(NFC) or 06
(NOAA Caorp).

Identifies the ACCS type as either “old” or “new”.
The date the interface file was created.

Fund Code sent from the source system and used for the payment by Treasury.

Fiscal Year for the labor cost record as defined by the source system.
Project code sent from NFC. The source of this field is the T&A record.

A code that identifies a task within a project. The source of this field is the
T&A record.

NFC Personnel Organization Code.

A code made up of bureau specific elements sent from NFC. The source of
this field is the T&A record. This field may have a sub-structure based on
Bureau Specific Processing rules. The CFS Interface Program will re-map the
values in this field as required.

A code made up of additional bureau specific elements sent from the NFC.
The source of this field is the T&A record. Note: This field is not used by
NOAA.

Employee’s type of appointment.
Employee’s type of employment.

The code that identifies the NFC object class code. The interface converts
this to a NOAA Obiject Class Code.

Number that represents the NFC T&A transaction codes.

The employee’s special employment code sent from the NFC.

The county where the employee works or Duty Station.
The city where the employee works or Duty Station.
The state where the employee works or Duty Station.

The code representing the employee’s occupation.

September 2003
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Field/Button Name Description

Pay Period Covered  Pay Period Calendar Year and Number the labor cost record covers.

Pay Period Pay Period Calendar Year and Number the labor cost record was processed by
Processed the NFC.

Pay Plan Two-digit code identifying the employee’s pay plan.

Schedule NFC Schedule Number—Disbursement schedule number for Treasury.
Grade/Step Employee’s grade and step.

FLSA Identifies if the employee is covered by the Fair Labor Standards Act.
Sequence Number Sequential Number assigned to each record in each set of data submitted by

the NFC. Numbers begin with “1". Each record is given a unique number
within its batch. Numbers start over for each batch received from the NFC.

45  Account Classification Code Structure (dba094)

The primary function of the ACCS Window is to transfer the cost of a detail labor cost record to
a different accounting code. The data appearing in the Fund and Program fields is derived from
the data entered in the Project field. Authorized users may make changes in the Bureau, FCFY,
Project/Task, Organization, Object Class, and User Defined fields only.

ACCOUNT CLASSIFICATION CODE STRUCTURE [dba094)

BUR  FCFY PROJECT! TASK FUHD PROGRAM ORGANIZATION OBJECT CLASS
Ell = iowosss{pun— Call o ol Cal e ] ] ] o o o
USER DEFINED FIELD
e

HAME FUNI] CODE FISCAL YEAR

Ok Cancel

The Account Classifica
tion Code Structure window contains the following fields:
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Field/Button Name

Bureau

FCFY

Project
(Lov)

Task
(LOV)

Fund

Program

Organization
(Level 1through 7)
(LOV)

Object Class
(Level 1through 4)
(LOV)

User Defined field

Name
OK
Cancel

Description

A code that uniquely identifies a bureau within the Department of Commerce.
This code displayed is the bureau code from the NFC.

The Fiscal Year in which the funds were appropriated by Congress.

The Code that uniquely identifies a project within a bureau. Double-clicking
in the field will display a List of VValues.

Project Task Code segment of the Standard CFS ACCS. Dependent on the
project. Double-clicking in the field will display a List of Values.

Code that identifies a fund/appropriation within a bureau. This code is derived
based on the Bureau and Project.

Code that identifies a program (a hierarchical structure consisting of the
Activity, Sub-activity, and Budget Line Item.) within a bureau. This code is
derived based on the Bureau and Project.

A code that identifies an organization within a bureau. Double-clicking in
each of these fields will display a List of Values.

Hierarchical structure consisting of the Object, Subobject, Sub-subobject, and
function codes that uniquely identifies a type of cost. Changing data in any
Object Code field will clear all dependent Object Code fields. (i.e., a change to
Object Code 2 will cause the system to clear Object Codes 3 & 4). Double-
clicking in each of these fields will display a List of Values.

User defined code segment of the Standard CFS ACCS. This field is not used
for payroll at NOAA and should always be “000000".

Provides an interpretation for the selected field.
Button used to accept any changes and return to the detail window.

Button used to cancel any changes and return to the detail window.

46  Queryfor aLabor Cost Record

The query feature is used to limit the number of records displayed in the Detail Labor Cost
screen to those that meet specific criteria.

Note: Users are able to query on numerous fields. However, using the employee number in the
query criteria will provide faster results since the payroll interface file is indexed by employee

number.

To Query for a Labor Cost record:

September 2003
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Press the E]? icon on the toolbar.
SE

Step Description
1 Login into the CAMS GUI application.
Note: Instructions are provided in Section 3.2 Login Procedures.
T_he CAMS Navigator menu will be i CAMS NAVIGATOR [CAMSMAIN VER-1.161.0.2) [Mj[=] B8
displayed . —
|J;'|- CAMS Applications B
To Access the Detail Labor Cost screen: gg :::f; nal Favorites List 7
1. Click the MAIN option on the = NFC
Navigation tree. £Hz= TRANSACTIONS
2. Click on the NFC Option from the L£3] NFCOOS - Detail Labor Adjustments
Main expanded list. I SLT
3. Click on the TRANSACTIONS option
from the NFC expanded list.
4. Double-click on the NFCO0O05- Detail Labor Adjustments option on from the Transaction
expanded list.
Note: The Navigation Tree may display different options for each user based on their access
level.
The Detail Labor Cost screen will be displayed.
2

September 2003
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Step Description

3 The Detail Labor Cost - Define Query Criteria screen will be displayed.

_;?'13 QUERY_CRITERIA
Define Query Criteria
Employee Humber: | Or Hame |
Pay Period Covered: From l_ - I To l_ - I
GL Date: From | To | HETS
Fund Code F¥: From I To I [" Approved
Fund Code: From | To | [~ Hot Approved
Project: I

Task: I

Object Class: From I_ I_ l_ I— - I— l_l_ l_
Transaction Code: l—

[

Hours: From I To I

amount: From | To |

GJ Humber: From I To I

GJ Post Date: From | To |
OK | Clear Cancel

Enter the query criteria in one or more of the following data fields:

Employee Number or Name
Pay Period Covered Year and Number range
GL End Date range

Fund Code Fiscal Year range
Fund Code range

Project and Task

Obiject Class range
Transaction Code

Hours range

Amount range

GJ Number range

GJ Post Date range
Approval Status

L 2R 2B 2 2 2 2 2R 2 2 2k 2B 2R 2

Code.

Note: The NFC Payroll File is indexed on Employee Number. Therefore, us
Number in searches will display results faster.

Wildcard (%) searches may be performed on Employee Name, Project, Task, and Transactions

ing the Employee

September 2003
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Step Description
4 Press the OK button to execute the query.
£ U.S5. DEPARTMENT OF COMMERCE [DOPS$NFANNLOV@GP2 WORLD - Oracle Forms V6]
Action Edit Fawvortes  Application Help  Window
B7_1 - =
3] - it L=]j=22 o
£ DETAIL_LABOR_COST_LIST [NFC005 VER-1.167.0.24)
CAMS Applicatior
&) Personal Favor Detail Labor Cost
= MAIN
11 GRANTS Pay Period Object
1 ASAP Emp # MName goveﬂ GL Date Froject Task :——ﬂag—: Hours Amount  Apprid
L nEC 003555 |DOE, JAHE X 2 _ [19 pi1-oct-2002 powecTo oo [12 [34[o0 Joo [ o.00 $24.94 [7 =
| SV 003555 |DOE, JAHE X 2 - [19 p1-ocT-2002 pswecre Poo [12 [38 [oo [oo [ oo $TTT [
~— LOOKUP |003555 [DOE, JAHE X 2 - [19 p1-ocT-2002 pswecTe Poo [12 [32[oo [oo [ oo $16.63 [
 MAINTEN 003555 |DOE, JARE X 2 - [19 p1-ocT-2002 pswectoe poo [12 [33 [oo [oo [ o.00 $11.85 [7
~ REPORT! |?03555 |DOE, JAHE X [2 - [19 p1-ocT-2002 pswecroe [Poo [12 [33 [oo [oo [ o0 $3.72 [
= TRANSA( |003555 |DOE, JAHE X 2 - [19 p1-ocT-2002 pswecTo [pon [1z [33 00 [oo [ 0.0 $2.48 [
=31 NFcoo [TEE33 DOE, JARE X 2 _ [19 B1-ocT-2002 howckoea poo [11 [12 [o0 [oo [ 2a.00 $888.48 [
=3 003555 |DOE, JAHE X 2 _ [19 B1-oct2002 howckoea poo [11 [12 [oo [oo [ 2300 -5888.48 [—
7] NFC01 [003555 |DOE, JAHE X [2 - [19 B1-ocTt2002 howckoa poo [11 [30 [o0 [oo [ 2300 $888.48 [
%] NFCO2 [003555 |DOE, JANE X [z - [19 B1-ocT2002 hawckoea Foo [11 [12 [oo0 [oo [ -za00 $888.48 [
%] NFCO2 [003555 |[DOE, JANE X [z - [19 B1-ocTt2002 hawckea poo [11 [12 [o0 [oo [ 1200 $444.24 —
%] NFCO4 [003555 |DOE, JAHE X [z - [19 B1-ocTt2002 hawckea Poo [11 [12 [o0 [oo [ -1z.00 $44323 [ |
51 NFCO4
i (FATELHES GJ Post Fund Trans S5.805 50
1 AR Gl # Date Code FY _Code ACCE
#1 DEA | 1713 [26-5EP-2003 | 2002 [LB3010 |14 19WGK04-POD 02 09- 01- 01- 000 10-01-0002- 07- 01- 00- 00 11- 12-
E Ez:,iﬂ e Update Detail |
Note: Pressing the OK button without entering any query criteria will display all detail labor
costs records on the Detail Labor Cost .
The Detail Labor Cost screen will appear on the screen displaying all records that match the
query criteria entered.
5 Use the Up and Down arrow buttons or the side slide bar to browse through the list of records
that meet the query criteria.
4.7  Updating aLabor Cost Record

The update function is used to transfer labor cost to another Accounting code. When making a
correction, the system will ensure that the debits and credits, resulting from the changes to the
amount, are balanced. When saving the adjustment record, a adjustment and reversal transaction
reflecting the change will appear in the Detail Labor Cost Screen in a unapproved status. The
reversal and adjustment records will not be posted to the CFS Trial and Funds Control Tables
until they have been approved on the Detail Labor Cost Approval Window by the appropriate
Approving Official.
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On the Detailed Labor Cost screen only one ACCS value is defined for each labor cost record. If
a user needs to transfer cost to several ACCSs, they must repeat the following procedure for each
different ACCS or use the NFS045 Multiple Detail Labor Cost Project/Task Code Adjustment
screen. (For instructions on how to use the NFC045 see Section 5.)

To Update a record:

Step Description

1 Use the instructions provided in Section 4.6 Query on fields to find the record that needs to be
updated.

On the Detail Labor Cost screen, highlight the record to be changed and click on the

Update Detail | button.

2 The Detail Labor Cost Update screen will be displayed on the screen.

£ DETAIL_LABOR_COST_UPDATE =
CFS Fields Source System Fields
Emp # Esss Source Systemn: " ACCS Type: I"—
Hame: [DOE, JANE X Batch Date: [ 13-0CT-2002
Stat Units: HOURS Fund: f Fiscal Year: 2003

Guantity: Project: K040 Task: F

amount: [T HFC Org Code: [1001000207010000

Project: m Task: [ pos User Defined: I Other Code: l—

Fund: [ 2 Figeal Year: [2003 Type of Appt: i1 Type of Emp:fi—
Program: [ o5 [ o1 [ o1 [om Object Class: [11 - [01

Organization: [i0-94-0002- 07- 01- 00- 00 T8ATrans Code:[o1 -[o0 [0
Object Cuss: [~ [12 [oo [0 Spec Emp Ca: o0 .
User Defined: W County: F CMW State: W
Trans Code: l— Direct Flag: [D Oceup: F3I]1

Doc Source: m PP Covered: Iz_ *| 19

Document & W PP Process: rIz_ *|19

- h Pay Plan: |GS
B, Schedul W Grade!ﬁtep:l‘w
Reference: PIFC PACS SCHD 3BH191 FLSA: F
Update accs | seatfraE

Note: The fields within the Detail Labor Cost Update screen are automatically populated with
the detail data for the record selected on the Detail Labor Cost screen.
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Step

Description

Quantity

Amount

Trans Code

3 Enter the appropriate changes in the Quantity (hours)and amount fields on this screen. The
following guidelines apply when making changes to these fields:

No entries are entered in this field unless splitting the transaction into multiple
ACCS entries.

For work and leave records, the system will automatically re-compute the
amount displayed in the Amount field when the number of hours in the
Quantity field is changed.

The Quantity field is disabled on all benefit records and “0" will be displayed
in that field.

For work and leave records, the system will automatically re-compute the
number or hours in the Quantity field when changing the amount in the
Amount field.

The user must enter a valid numeric value that falls between established ranges
(from .01 to the remaining positive balance, or -.01 to the negative remaining
balance).

The system will display the following error message if the user attempts to

make a change that does not fall

within established ranges. _

(Established ranges are between .01 [ Qg et
ACCOUNLNG Code.

and the remaining balance for positive
figures and -.01 and the negative
remaining balance for negative
figures.) Note: The message displays the appropriate dollar amount ranges for
the selected record.

Na Funds Available!

The system will display the |
- - | “f'ou can not update this journal entry because the entire dollar
fOI IOW' ng message When thel’e IS NO | 0 amount has been transterred ta another journal entry as a result
. of a previous comection(s)
longer any cost available to be
transferred:

The system will automatically clear the Transaction Code field when an
invalid ACCS entry is made in the ACCS window. This field must be
reentered before the record may be saved.

Double clicking on the Trans (Transaction) Code field will display a list of
values.

Note: All other fields on the Detail Labor Cost Update screen are for display only. However,
the Fund Code Fiscal Year, Project, Task, Program, Organization, Object Class, User
Defined, and Fund Code fields may be updated in the Account Classification Code Structure
(dba094) screen.
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Step

Description

Click on the | Update ACCS button.

The Account Classification Code Structure (dba094) will be displayed on the screen.

Users may update the FCFY,

Project, Task, Organization

BUR FCFY  PROJECT/ TASK FUHD PROGRAM ORGAHIZATION

(seven-levels), Object Class
(four-levels), and User defined
fields in the ACCS window. The

OBJECT CLASS

[ | possll 3l o o o i

Fund and Program Code fields
are derived from the Project
Code and may change as
adjustments are made to the

USER DEFIHED FIELD

—

HAME p\NNUAL LEAVE TAKEN

Project Code.

ok |

Cancel |

Type the changes in the
appropriate ACCS field(s) or
select a value from the list of

the Project, Task, Organization (7
levels), or Object Class (4 levels) field to

values.

To use the List of Values, double-click in

Find

display the list of values for that field.

To select a value either: gg
¢ Use the scroll bar to move up and i
down through the selection list to 128
find the appropriate code and click 30
on the selected value, or i
¢ Enter the value in the Find field and [~
press the Find button.
Note: If the entire value is not :

|°/°
D escription

OFFICE OF UNDER SECRETARY

OFFICE OF ADMIMISTRATION

OFFICE OF FINANCE AND ADMIMISTRATION
INTERMAL FUND

OFFICE OF MARIME AWND AYIATION OPERATIOMS
SYSTEMS ACQUISITION OFFICE

NATIOMAL OCEAN SERVICE - ASST ADM
NATIOMAL WEATHER SERVICE - OFFICE OF &4
NAT. MARINE FISHERIES SER - OFF OF AS5T
NAT ENY SATELLITE, DATA & INFO SERVICE
OFFICE OF DCEANIC & ATMOSPHERIC RESEARC
CAMS SYSTEM - FINAMCE USE ONLY

known, users may use wildcards in
the Find field to help locate the

Fird |

appropriate code.

insert the selected value in the field.

The value will appear highlighted in the selection list. Click OK to exit the List of values and
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Step Description

5 The system will not allow a user to
move to another field if an invalid or
inactive value has been entered. When Inactive or invalid project task cade,
this occurs the system will display an
error message on the message line. (The

Forms

error message shown below is displayed.

Click the |} il button to clear the message.)

Enter a valid value in the field.

Once all adjustment values have been entered on the ACCS window, click the
button.

6 The system will return to the Detail Labor

£ WIN_EXPLANATION
Cost Update screen. dal s

Click the [ or |]<3 button to save the
record.

The Explanation pop-up will be displayed
on the screen.

Enter a explanation for the change. Ok Fir et

Please provide an explanation for update.

-

Click Ok to accept the changes and exit the
pop-up window.

Note: Users may not exit this window without entering an explanation.
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Step Description
7 A system prompt will be displayed
asking the user if they want to save their
Changes. & Da pou want ta zave yaur changes?
Respond Yes to save the record. The
system will edit the record before saving the
document.
| Forms E
: If the record successfully passes all edits,
0 Transaction complete. message will be displayed stating that the
transaction is complete.

However, if the record does not
successfully pass edits, the following = 3
error message will appear on the screen.
This message usually mean that the 402002 Field must be entered
Trans Code field is blank. Use the list of
values to select the Trans Code and click
the Save button again.
Note: Entering a invalid value in the ACCS window will occasionally clear Transaction Code
field.
Responding No to the Save prompt will close the Notes window and return the user to the
Detail Labor Cost Update screen. Users may then make additional change as required.

8 Once an adjustment record has successfully been saved, the system will generate the

appropriate reversal labor cost record offsetting the adjustment. These records will be
displayed at the end of the Detail Labor Cost screen as unapproved entries.
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Step

Description

Place the cursor on either the reversal or the corrected record then click the @ icon. The

Explanation window will be displayed on the screen.

Note: The  Print Certification Farm | button has been activated.

If needed, the user may modify the message at this point.
Note: When accessing the explanation record using this method, any changes to the

explanation will not automatically be applied to the offsetting record. To enter this change to
the offsetting record repeat this step.

Click the. Pt Certfication Farm | button to print the Detail Labor Cost Adjustment

Certification Form.

Once the Detail Labor Cost Adjustment form has been printed, retain it for your records. Then
email FRD in Germantown the GJ number, amount, and date. If the transfer crosses FMCs
then FRD must receive notification from both FMCs. This may be accomplished by using one
the following methods:

¢ Theinitiating FMC will email the second FMC a notification of the adjustment. Then the
second FMC will forward the email to the FRD indicating they concur with the
adjustment; or

¢ Both FMCs will individually email the FRD a notification indicating they concur with the

adjustment.

Note: The adjustment will not be posted to the CFS Trial or Fund tables until the transaction
has been approved by the FRD Approving Official.
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4.8 Updating a Explanation Record

The Explanation window is used to enter a brief description for an adjustment. When creating an
adjustment the system requires the user to enter a reason for the adjustment in a Explanation
Pop-up window. This note will be linked to both the adjustment and the reversal transactions.
Occasionally, a user may need to update the explanation attached to the adjustment and/or the
reversal. If this should occur users may access the Explanation window from the Detail labor
Cost screen.

Note: When modifying an existing note, the changes will be applied to the selected record only.

To Update a Note:

Step Description

1 Use the instructions provided in Section 4.6 Query for a Labor Cost Record to find the record
that needs the note updated.

2 Use the Up and Down arrow button to browse through the list of records.

Note: Theﬂ icon on the menu bar will be enabled when the cursor points to a

record that has a note attached.

Click on theE] icon to open the note. The Explanation window will open

displaying the existing note in the description field.

5 WIN_EXPLANATION The user may than make any required
updates in the Explanation field. When
Please provide an explanation for update. finished updating the record, click the
CHANGE TO REFLECT CORRECT PROJECT Print Cerification Form | button

HUMBER " e: "
to print the certification form.

After Printing the form, click the |{ [0

to exit the Explanation window.

Ok Frint Certification Form I

The system will return to the Detail Labor
Cost screen.
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Step Description

3 Moving to another record or clicking the Exit icon will display the following system prompt:

Forms

Q Do pou want bo zave your explanation’?
Cancel |

i button to save. The following message will be displayed indicating that the

transaction has been completed.

Note: Clicking the g button
will delete any changes that have
0 Transaction complete. been made to the explanation.

4.9 Detail Labor Cost Certification Form

The Detail Labor Cost Adjustment Certification Form is generated to certify that an adjustment
is proper and the explanation for the adjustment is complete. The adjustment will not be posted
to the CFS Trial and Funds Control Tables until final approval has been given by the Finance
Office.

This form is divided into three segments:

¢ Explanation for the Adjustment

4 Transaction Detail

¢ Certification

4.9.1 PrintingaDetail Labor Cost Certification Form

To Print the Detail Labor Cost Certification Form:

Step Description

1 Use the instructions provided in Section 4.6 Query for a Labor Cost Record to find the record
that needs to have a certification form printed.
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Step Description
2 Use the Up and Down arrow button to browse through the list of records.
Note: The@ icon on the menu bar will become activated when the cursor points to a
record that has a note attached.
Click on the@ icon to open the note.
3 The Explanation window will open displaying the existing note in the description field.
#8 WIN_EXPLANATION M[E E3
Please provide an explanation for update.
Ok I Print Certification Farm I
Click the | Print Certification Farm | button to print out the Detail Labor Cost Certification Form
for the selected item.
4 A Report Progress dialog box will appear. User action is not required, unless they wish to exit

without producing a report by pressing the Cancel Report button.

Report Progress

I mitializing report

Client Activitp  Server Activity

® O

| Cancel repart I

Once the report is completed the system will return to Explanation window.

Click the Ok | button to exit the Explanation window.
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4.9.2 Detail Labor Cost Adjustment Certification Form Example
Attributes of the report are as follows:

Report Header: The report header consist of the name of the report and the date the report was
printed.

Report Body: The report displays the explanation for the adjustment, the Employee number and
name, pay period covered, pay period processed, general journal post date. In additional the
report contains the Record Type (Original, Adjustment, Reversal), General Journal number,
General Ledger End Date, Fund Code Fiscal Year, Transaction Code, Bureau Code, Project
Code, Task Code, Fund Code, Program Code, Organization Code, Object Class Code, User
Defined Code, the Hours and the Amount of the original record, the adjustment and the reversal
record.

An example of the Detail Labor Cost Adjustment Certification form is displayed on the
following page.

Detail Labor Cost Adjustment Certification
Form 05 APR 2004
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Explanation for the Adjustment
CORRECT PROJECT AND ORGANIZATION CODE FOR $400 AWARD FOR THOMAS JEFFERSON.

Transaction Detail

Pay Period Pay Period GJ Post
Emp # Name Covered Processed Date
1776 THOMAS JEFFERSON 4-04 4-04 31 MAR 2004

Record GL End Tran Bureau User

Type GJ# Date FCFY Code Code Project Task Fund Program Organization Object Class Defined Hours Amount
Original 30482 31 MAR 2004 2004 LB1010 14 B8MI1USA P00 27 04-09-12-000 01-00-0000-00-00-00-00 11-59-00-00 000000 0.00 $400.00
Adjustment 30531 31 MAR 2004 2004 LB1010 14 B8MVAVA P00 27 04-09-12-000 01-00-0000-00-00-00-00 11-59-00-00 000000 0.00 $400.00
Reversal 30531 31 MAR 2004 2004 LB1010 14 B8M1USA P00 27 04-09-12-000 01-00-0000-00-00-00-00 11-59-00-00 000000 0.00 -$400.00

Certification

Anyone who knowingly and willfully falsifies, conceals or covers up a material fact, makes fraudulent statements or representations, or makes or uses any false
writing or document knowing that same to contain any false, fictitious, or fraudulent statement or entry shall be fined not more than $10,000 or imprisoned not
more than 5 years, or both.

I (we) have read and understand the above false certification warning and certify that the adjustments requested are proper and that the explanations given are
complete and accurate. Signature of requesting/receiving division representatives must be include on the listing.

Signature of Requesting Division: Title: Date:
Signature of Receiving Divisioin: Title: Date:
FIN: Approved Disapproved Date: Signature FIN:

4.10 Notification Email to FRD
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The rules for the notification email to inform the FRD about the Detail Labor Adjustment are as
follows:

L4

The user must generate an email to FRD informing them that a Detailed Labor Adjustment
has been completed and is ready for their approval. The notification email must be sent to
FRD otherwise they will not be aware of the transaction to approve.

The User must address the email to the appropriate individual(s) in FRD.

In those cases where the detailed Labor Adjustment crosses FMC’s the email should be
addressed to the affected FMC. Then the affected FMC will forward the email to the FRD
addresses shown above stating their concurrence or non-concurrence with the adjustment.

The email SUBJECT line must include the GJ number, the dollar amount, and the date the
adjustment was made. The FRD personnel will reply to the email (i.e., REPLY ALL) when
the adjustment has been approved or with a special message stating why the adjustment has
not been approved.

Sample emails covering several adjustment scenarios follows.
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NOTIFICATION EMAIL SAMPLE 1
Detailed Labor Adjustment
that Does Not CrossFMC’s

-rf'“ GJ # 12345, $35.00, Jan 26, 2004 - Composzition

File Edit “iew Inset Format Toolz Communicator Help

2 Yy 8 &€ 3 T S & @
Shap

Send  Ouote Addrezs  Attach  Option: Speling  Save Frint  Security

ﬁ * To:|[&3] Phyllis L Diggs <Phyllis. L. Diggs@noas. gows
=11 - E== Iuth Bond <Puth. Bond@noaa. govs

Subject: |GJ # 12545, $35.00, Jan 26, =004 Priority: INormaI vl
[Nomal =] [vaiabewian =] [z =] l[Z] A A A & = & Lo

Flease approve the Detalled Labor Cost Adjustment mentioned in the subject line above. Call me if you have any questions.

11
11
L
i
&
[
|||||||

L

thanles, fred p

Fred Penry

CaMWE Program Office

MNational Oceanic and Atmosphenc Administration
Phone: 301-427-1009 x153, FAZ 240-632-2304

E-tnadl: Fred Perrvi@noan gov

R E T |Dacument Done
#sta| | A @& B FS > | (3)Esploi.. | EF wiordP. | 5 Inbos: - | EEUs. . ”& G & “Desktu:up

4-27
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NOTIFICATION EMAIL SAMPLE 2
Detailed Labor Adjustment
that CrossesFMC'’s

3% GJ # 12345, $250.00, Jan 26, 2004 - Composition

File Edit Miew Inzert Format Toolz Communicator  Help

52 Tu =B 2 = 3 < & B

Send  Ouote  Addresz Attach  Option: Speling  Save Frint  Secunty  Stop
ﬁ . Tn:lIEAnn Lowett =inn. Lovett@noas. govs

&

E1G

—

Subject: |GJ # 12545, §250.00, Jan 26, 2004 Priority: INnrmaI vl
[Momal =] [vaisiewian x| 12 =] =] A A A A = E

I did a Detaled Labor Cost Adustment for emplovee George Washington, to change the orgamezation to your FIMC for the
Cash Award yvou gave him in pp 23

MR

+

il
-+
[
|||||||

Please forward thiz email to FED indicating that wou concur with the Detaled Labor Cost Adustment.
FMIC Details:

FEOLL OF4A  6-04  approver Fred Perry
TO: NIES 30-9%  approver: AtmLovett

thanks, fred p

Fred Perry _

CAWE Program Office

Mational Oceanic and Atmospheric Administration

Phone: 301-427-100%9 2153, FAZ 240-632-2506 Ll
|_|_|=1D=| |D|:uc:ument Daone

il Start L ﬁ;lnbu |@Eﬁpl |EE&M |ﬁF‘err}l |RWD[ ”&EJ |JDE$kh:u|:u
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NOTIFICATION EMAIL SAMPLE 3
Detailed Labor Adjustment
One Email for Multiple Adjustments

a? Multiple Detailed Labor Cost Adjustments. Jan 26, 2004 - Composition

File Edit Wiew Insert Format Tool:  Communicator Help

e e & & % & S & @

Send  Quote  Address  Attach  Optionz Speling Save Print  Security E“;tc-p

ﬁ v To:|[&3 Phyllis L Diggs <Phyllis.L.Diggs@noaa. gows
=1 £ C&= @Rut.h Bond <Puth_Bond@noaa. govs

F
gl

>
—

Subject: |I‘Iult.iple Detailed Labhor Cost Adjustments, Jan 26, 2004

Priarity: INDrmaI 'I

K

-+
il
¥+
il
|||||||

o

[Momal =] [varablewicth | [z =] [zl A 4 A & = i=

£ 2

o #  Dollar Amount
12345 - $37.30
145678 | $250.00
56789 o B1295

thanks, fed p

:-F-red Perry

AW Program Office

Mational Oceatie and Atmosphenc Admmstration
Phone: 301-427-1009 2153, FAZ 240-632-2506

E-mail: Fred Perry@noaa gov

Please approwve the following Detaled Labor Cost Adjustments done by me on Jan 26, 2004,

’?l_@| |Ducument: Daone
Eﬂﬁtaltl J o - Nl

| ByEsplon..| K wordP..| BB inbox .| EUS. D[S Muli . || Desktop

=
=| =

i

|»

®

September 2003

4-29



